
Billing Workflows: Billing Matrix and Payer Maintenance Part I v5
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*Assume completed prior to this training: Billing office/claim config, provider config, billing groups, GEO areas, locations, credentials, billing matrix, client profile, employee profile

Billing Matrix 
and payer 

maintenance
Send rendering?

Send secondary 
claim

Institutional?

Self-pay?

Agency Rendering Employee
Supervising/eligible 

employee

Yes

No

Crossover 
secondaries

Manual secondaries
Secondary payer 

only

Professional?

No

Also 
professional?

Setup up 
institutional and 

professional
Yes Yes

Setup institutional 
only

No

Setup professional 
only

Yes

Per visit liability

Per month liability

Annual liability

Yes

Pre-billing 
checklist

No

Billing Matrix or 
payer maint.?

Billing 
Matrix 
Part II

Payer

Billing



Billing Workflows: Billing Matrix and Payer Maintenance Part II v5
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Adding new 
Billing Matrix?

Updating Billing 
Matrix?

Agency specific Program specific Location specific

No

Pre-Billing  
Process

Billing 
Matrix 
Part I

Matching criteria

Rate and unit 
calculations

Overproduction

Bundling

Miscellaneous

Matching criteria

Rate and unit 
calculations

Overproduction

Bundling

Miscellaneous

Yes

Copy new entry

Credentials

Yes



Billing Workflows: Pre-Billing Process Part I v5
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Billing Matrix

Incomplete 
services?

Run incomplete visit 
report

Red x?
Run appointment 

history report
Review and approve

Duplicate 
services?

Review and fix Billable?

Submit services Fix

Pre-Billing 
Checklist 

Part II

Billable?

Complete or discard 
service

No

Run Adv sesarch for 
uninsured report

Yes

Yes

No

Un-insured 
services?

Billable?

Add/update payers:
1. Update client 
insurance
2. Update services

Yes

Yes

No

No

Yes

No
Run duplicate billing 

report

No

Yes Yes

No



Billing Workflows: Pre-Billing Process Part II v5
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Monitor claims/
batches

View batch error 
report

Errors?

Fix

Batch services 
where batch date > 

pay cycle

Research and re-
submit

Pending 
services?

Research and re-
submit or write off

Reconciled 
insurance due 

> 0?

Research and re-
submit or write off

Completed and 
billable?

Research why not 
batched; fix and 

batch or write off

Retracted services 
process

Pre-Billing 
Checklist 

Part I

Run adv visit search 
for pending status 

report

Run adv visit search 
for reconciled status 

report

Run adv. visit search 
for completed status 
for current pay cycle

Research; fix and 
batch or write off

Yes

No

Yes Yes

No

Yes

No

Generating 
and Submitting 

Batch Files

No



Billing Workflows: Generating and Submitting Batch Files v5
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Pre-Billing 
Process

Generating a batch
Click Generate Text 

File for Batch button 

Review batch lists 
and edits

Rendering 
override?

Format override

Batching 
statuses

Batching billing 
groups

Specific service 
types

Select rendering 
override from drop 

down

Select format 
override from drop 
down (If applicable)

Select statuses to be 
included in batch

Select billing groups 
to be included in 

batch (if applicable)

Select specific 
service types to be 
included in batch (if 

applicable)

Click Filter Batch 
button

Open batches > 
3 months?

Yes

No

Yes

No

No

No

Yes

Yes

Yes

Pre-Billing Checklist 
Part II

Yes

No

Batch services 
where batch date > 

pay cycle

Research and re-
submit

Reading/
Interpreting 
Billing Files

No

Continue through 
agency-specific 
payer workflow



Billing Workflows: Reading/Interpreting Billing Files v5
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Generating 
and Submitting 

Batch Files

Read/interpret 837, 
835P or both

Read/Interpret CMS 
1500, 1450 or both

Read/interpret 835 
EOB, 835 electronic

Electronic billing 
files?

Yes

No

Have full 
rejection?

Read/interpret 999

Partial rejection? Read/interpret 277

No

Yes

Yes

Read/interpret 270/
271

No

Payment 
Processing and 

Posting



Billing Workflows: Payment Processing Part I v5
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Reading/
Interpreting 
Billing Files

Manual 
Payments 

(paper EOB)

Enter alternate 
checks

Audit Paid claims
Multiple checks 

same 835?
Multiple payers 

same 835?
835 HIPAA 

format?

CBH/CBHR 
reject or AR 

MCD reject (as 
applicable)

Electronic upload
(EOB as applicable): 

Magellan, VO, 
CPSA or 835 
Capitated?

Enter Insurance 
checks/payments

Update check date 
vs. deposit date

Penny checks

Review paid amount 
vs. adjusted amount

Payment 
Processing 

Part II

Yes

No

Correct?

Yes

No

Yes Yes

No

RejectYes

No

No

No

No

Yes

Yes



Billing Workflows: Payment Processing Part II v5
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Audit pending and 
rejected claims

Overpayments, 
retractions and 

adjustments

Payment 
Processing 

Part I

Review 835 advice 
or paper EOB

Review pending 
report

Once reviewed/
corrected: change 

from pending to re-
submit

Need 
overpayment?

Need 
adjustment?

Perform 
adjustment as 
necessary: PR, 
CO, PI, CR, OA

Rejected?

Go to next payer or 
pending

No

Write off or 
client due?

Yes

Increased rate?
Apply 

overpayment
Yes Yes

Negative value?

No

Apply payment 
if allowed

Yes

Mark as pending

No

Yes

No

Payment 
Processing 

Part III

No

Yes

No



Billing Workflows: Payment Processing Part III v5
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Apply client 
payments

Revenue 
Recognition & 

Month End

Need to apply 
retraction?

Retracting?

Refund?

Cancelled or 
returned 
checks?

Yes

Yes

No

No

Payment 
Processing 

Part  II

Apply 
retraction or 

send to 
pending for 

review

Yes

Need 
adjustment?

No

Perform 
adjustment as 
necessary: PR, 
CO, PI, CR, OA

Yes

Review 
overpayments, 
retractions and 

adjustments

No

Apply refund

Apply adjustment

Yes

Yes

No

No



Billing Workflows: Revenue Recognition & Month-End Process Part I v5
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Revenue 
recognition/
month-end 

process

AR settings/config
Configure Revenue/

AR code matrix
Run reports before 

acct period is closed

Incomplete 
services?

Billable?

Complete service or 
discard service

Run incomplete visit 
report

Yes

Yes

Run Adv visit report 
for appointment Hx

Billable?

Submit servicesNo

No

Yes

Review and approve 
services

Rev Rec 
Part IINo



Billing Workflows: Revenue Recognition & Month End Process Part II v5
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Maintain Revenue/
AR code matrix: 

check for 
unmatched ledger 

lines

 Closing accounting 
periods

Review financial 
reports

Run AR/GL export

Unmatched 
ledger lines?

Review unmatched 
ledger line export

Add new lines as 
applicable

Request reprocess 
of Revenue/AR code 

matrix

Create additioanl 
accounting periods if 

necessary

What happens if no 
accounting periods

End

Yes

Rev Rec 
Part I

>0 Accounting 
periods?

No Yes

No
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